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1. Review the Asset Inventory

The Inventory tab provides a complete view of registered company assets and their current status.

e Select Assets from the left-side navigation menu.

Asset Management

Track and manage company assets assigned to employees

wentory ~ Custody Letters  Letter Template

e Review totals, assignments, depreciation, current value, and

availability. 14

AV Assignment Tracking

T All Assets 14 tomlassers

Asset ID Type

@ Assets
° Use the search bar and filters to locate a specific asset or A

group of assets.
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You can export the displayed inventory using the CSV
control.
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2. Add a New Asset

Create a complete asset record before placing the item in stock or assigning it to an employee.

skl A ° Click Add Asset in the Inventory tab.

Assignment *

| Stock (Unassigned)

Type * Brand * . . .
e « e Choose whether the asset will remain in stock or be
assigned immediately.

Model * serial Number *

Purchase Date * Purchase Amount *

B July 20th, 2026
o b ° Enter the type, brand, model, serial number, purchase
X - iexican Peso - none v details, currency, depreciation, residual value, and location.

Residual Value (%) Location - Country
10 Select country

Minimurm value floor when asset depreciates
1o this percentage

o Add any relevant notes, then click Create Asset.

2

Cancel Create Asset

Fields marked with an asterisk (*) are required.
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3. Review and Manage an Asset

Open an asset to review its information, assignment, value, and complete activity history.

ASSET ALL-PHOMNE-882 / Edit Asset
Samsung Galaxy S24

InStock  Other SN SAMB9@123

Select an asset from the inventory.

CURRENT VALUE

MXN 2,750

Purchased at MXN 22,000

e Review its details, assignment, depreciation,
current value, and activity.

©® Assetinformation 2 Assignment

SERIAL NUMBER TYPE

SAMB90123

PURCHASE DATE

July 1st, 2024

Other « Samsung Galaxy S24

PURCHASE AMOUNT

Not currently assigned

22,000 e Click Edit Asset to update the registered

information.

@ LocaTion

Jalisco, Mexico

NOTES Lifecycle actions

B Teléfono ventas
9 Mark as sold
Mark as lost

LIFECYCLE ACTIONS

“u Depreciation & value £ out of service

SCHEDULE PURCHASE CURRENT
24 months MXN 22,000 MXN 2,750

Assign to an employee
Details Mark as sold
Mark as lost
e Mark as out of service

24 months  MXN 916.67/month » Current: MXN 2,750

- Activity [ Exportlog CURRENCY

Complete history of all changes MXN

APRIL 14TH. 2026
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4. Unassign or Reassign an Asset

When an employee returns an asset, select the outcome that accurately reflects what happens next.

Unassign Asset
What would you like to do with this asset?

®e Return to Stock
Unassign the asset and move it back to available inventory

Reassign to Another Employee
Immediately assign this asset to a different employee

sold to Employee
Mark as sold to an employee at a specified price

Damaged
Mark asset as damaged and out of service

Lost
O a Mark asset as lost or missing

Unassign Date *

By July20th, 2026

Move to Stock

Select the effective date and confirm the action. The asset record and activity history will update automatically.

Return to Stock

Move the asset back to available inventory.

Reassign to Another Employee

Transfer it directly to a different employee.

Sold to Employee

Record the asset as sold at a specified price.

Damaged

Mark it as damaged and out of service.

Lost

Record the asset as lost or missing.
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